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INSTRUCTIONS: Answer guestion one and any other two questions

QUESTION ONE — (30 MARKS)

a) Give five bad listening habits. (5 marks)

b) Citing relevant examples, explain five business situations in which good listening skills are

particularly significant. (10 marks)
c) State five profiles of a good speaker. (5 marks)
d) Explain the importance of visual aids in communication. (10 marks)

QUESTION TWO (20 MARKS)
Effective communication is the “life blood” of every successful business. Discuss. (20 marks)
QUESTION THREE (20 MARKYS)

a) Briefly explain how a receiver can make the work of a presenter effective. (5 marks)

b) Discuss why mangers in business would prefer to use face to face communication when
dealing with staff. (10 marks)

c) State five differences between a meeting and an interview. (5 marks)



QUESTION FOUR (20 MARKS)

a) Fear of public speaking is believed to be the most common phobia(fear) in the world. As a
communicator, explain in details the methods you can apply to overcome this fear.

(20 marks)
QUESTION FIVE (20 MARKYS)
a) Briefly explain three methods you can use to collect data for a report. (9 marks)
(ii) State three types of reports. (3 marks)
b) Give three qualities of a good summary. (3 marks)

c) State five differences between graphs and charts. (5 marks)



